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bureau#  Le., Office of the
camie&3aer).

U-the  localpohaladdrerrofthe~ncyorburrrru
hcdqmrteraiflocatedoutaideWahiq#m, D.C.
0.e.,  BalMmore,  W. 21235).

For rpeclfic~tioue  relative to ink color, trim sites,
paper  rtandards,  see Frlnting  himgeamt lbnual
Chapter l-30, and Printing Mumgeacnt Mm6l Clrcul8r  W-4.

mu a-69.13 (8/22/69) Bupersedes  X22-40-2, TSb68.1





Oenerel.
Administration

Exhibit X22-LO-3

c.333  C A P S .  13.

I

f’

4
DEPARTMENT OF HEALT  d.  EDUCATION, AND WELFARF<

24lfP
b

I REGION1

t JOHN F. KENNEDY FEDERAL BUlLDING
c . 3 3 3  SN.  C A P S .  R4* 1 GOVERNMENTCENTER

0osToN.  MA.5sACHUSETTS  03203

I

hurt  appmpriato  ~ional
off ice nwnbot  and  mailing
oddross.  Use  Roman  numerals
to identify fogiar.

s4clAL  AND  R
SLI

I

f’
LOIL1TATlON  --.
C L

L

lnsort  tha qpmpriate  ontry:

O&o  of the Rogianal  Diroctar
Social md Rohabilltation  Sowice
Public Health  sorvico
Social  Socuity Administmtion
Dffico of Education

l Rocomrmndod typo styles and sizos.

For specifications relative to ink color, trim sites, paper
startdards,  SH  Printing Management Manual Chapter 140,
and Printing Management Manual Circular  HEW4

Superscdee  X22-40-3, TN-141





klministration
Exhibit X22-40-4

EPARTMENT OF HEALTH, tDUCATION,  AND WELFARE-.2 %,“:v
SOCIAL SECURITY ADMINISTRATID~AS~ 333 3~. CAPS. #4

4 4
For specifications, relative to ink color, trim sizes, paper
standards, .see Printing Mono&ement  Manual  Chapter l-30,
and Printing Management Manual Circular HEW-4.

HEW  aJ-69.13  (8/22/69) Supersedes X22-40-4, TN-141





General
Administration FORMAL- -SSADIS!PRICT  OFFICES -Exhibit X22-40-5

CASE 333 CAPS. it3

\DEPARTMENT OF HEALT4, .EDUCATION.  A N D  W E L F A R E - ;  ?  %,”
SOCJAL  SECURITY ADMJNJSTRATJON !’

CASE 333 SM. CAPS. X4 ‘2
OCIAL  SECURITY  ADMINISTRATION

;Q+
,

CASE  3 4 ’  CAPS.  *ND.  ‘D,STR,CT  OFFlCE
SM. CAPS. X2

- F O N T  2000

FONT 2000 CAPS.AP.O. DRAWER  E
AND SM. CAPS #2 LANELAND,  FLORIDA 33802

T E L E P H O N E :  am-elns  I

I Insert appropriate addressInsert appropriate address (and telephone(and telephone
number where necessary) of field installa-number where necessary) of field installa-
tions which have a sizeable  volume oftions which have a sizeable  volume of I

I public contacts.
I

. For specifications relative  to ink color, trim sizes, paper
standards, see Printing Management Manual Chapter l-30,
and Printing Management  Manual Circular HEW-4.

.

HBw m49*13  (a/22/69) Supersedes X22-40-5, TN-141

._  -





General
m-40-6

t'
OF HEALTI-&EDUCATION, AND \VELFARE+i

OFFICE OF THE SECRETARY

10 pt BaskervilJe  caps
8 pt Baskervllle  caps

(5 tYPN3  1-s)
8 pt Baskerville  caps

IFEW  m-71.1 (l/4/71; supersedes ~22-40-6,  m-69.13

-





General

t’
-4MEMORANDUM

v

3  B”
diDE ART ENT OF IIEALTII,  EDUCATION,

OFFICE OF THE SECRETARY

-10 pt EbskerviLLe  caps
24 pt Baskerville caps

8 pt bskertille caps

(use 6 pt Baskerville caps, if
a third line in the letterhead
is necessary)

A m-7l.l  (l/4/71) Supersedes x22-110-8,  m-69.13





--.

MANUAL . .. s.GENEIWL  ADMINISTRATION
?T 22 ..Correspondence  Policy

CHAPTER h : 22-50

WHITE HOUSE MAIL

h:22-50-00 Purpose
1 0 Policy
2 0 Referral Procedure
3 0 Editorial Guidelines
4 0 Processing Requirements
50 Campaign Mail
6 0 Weekly Report
7 0 Responsible Office

h:22-50-00  PURPOSE

This chapter gives instructions on how to answer mail which the White
House refers to the Department.

h:22-50-10  POLICY

The President has assigned a high priority to the prompt and thorough
answering of citizen mail so that he and his Administration can Stay
close to the people. The Secretary fully supports this policy and
has asked each HEW component and office to process White House mail
in a timely and responsive manner.

h:22-50-20  REFERRAL PROCEDURE

The White House sends both controlled mail (called individual referrals)
and uncontrolled mail (known as bulk mail) to the Department. It sends
controlled mail to the Secretary, whose Executive Secretariat (ES) refers
it to HEW components and offices. The White House sends uncontrolled
mail directly to the Office of the Secretary and to other HEW offices,
primarily at the POC and agency levels. When an HEW office receives
such mail, it prepares a reply and sends it either to the citizen
(direct reply) or to a higher level office for signature and mailing
to the citizen.

h:22-SO-30 EDITORIAL GUIDELINES

A . Begin replies to letters addressed to the President with phrases
like "Thank you for your letter of to President
Carter" or "Thank you for writing to President Carter concerning

8,

Do not use tlie phrase "President Carter has asked me to respond
to I,.

HEW TN-h:78.2 (10/30/78) Supersedes Chapter h:22-50 (TN-h:69.1)
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Chapter h:22-50,  Genernl  Administration Page 2

B. Where possible, program people should prepare the reply so that
they may serve as contact points for further letters from
citizens. As appropriate, they should include their name,
address, and telephone number in their replies.

h:20-50-40  PROCESSING REQUIREMENTS

Each POC and OS office will institute necessary arrangements for
meeting the President's expectations for handling White House mail.
While these procedures may be designed to fit the needs of the
individual POC or OS staff office, they must meet the following
minimum requirements.

A . On All White House Mail (Individual Referrals and Bulk)

1.

2.

3.

4.

5.

6.

7.

Control the flow of this mail at all times so that each
letter can be rapidly and easily tracked and located.

For individual referrals, use due date established by
OS/ES. For bulk mail, assign a due date of no more
than nine workinq  days from date of receipt in the POC
or OS office.

Route each incoming letter expeditiously so that it reaches
the preparing office within 48 hours after receipt in the
POC or OS office.

Note: The expeditious routing of White House mail
is essential if we are to meet the nine
working day limit.

Record and maintain centrally within the POC or OS
office information on incoming letters to permit
follow up on overdue responses. Such information should
include name of writer, subject of letter, date of
letter, date of receipt, office preparing the reply,
and due date.

Follow up within 72 hours on overdue responses.

Close out each letter to verify that the preparing office
has responded to incoming White House mail. The close out
process must provide the POC or OS office with information
that the preparing office has responded to each letter
received.

Ensure that copies of all responses to White House mail
are maintained in the preparing office and are available
upon request to authorized officials.

HEW TN-h:78.2 (10/30/78)
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8. Maintain data on White House mail for the weekly report
to the Executive Secretary on the status of such mail.
See Section h:22-50-60.

9. Keep interim replies to a minimum, but use them: (4
when issues are too complex to respond within nine
working days; (b) where the incoming letter is referred
to a regional or field office for reply: or (c) when
other comparable situations occur. When an interim
reply is sent, the final reply is due two weeks from the
date of the interim.

10. Include the original incoming letter and any correspondence
received with it when sending the reply to another component
or office for signature and mailing.

B. On Individual Referrals Only

As soon as a direct reply is mailed, send a copy of it, the
original incoming letter , and the White House control form to:

Director, Agency Liaison Staff
Old Executive Office Building
Room 94, Stop 28

Also close the record for the letter on the Secretary's
Correspondence Control System. Each POC and OS office
must decide from which point or points within the component
or office these materials will be sent.

Note : This action is important. It avoids receivinq  erroneous
overdue reports from the White House.

C. On Bulk Mail Referred to Regional or Field Units

Any POC or OS office that routinely refers bulk mail to its
regional or field units for direct reply does not have to
track this mail beyond the interim reply. However, it should:

1. Send an interim reply at the same time it forwards the letter
to a regional or field unit for direct reply. Include in the
interim reply the name of the unit that will answer the letter
and the approximate date of reply.

2. Stress to the answering unit the importance of answering within
two weeks after the date of the interim reply.

3. Ensure that regional and field units are answering within
the prescribed time limits by sampling copies of direct
replies or taking other appropriate measures.

HEW TN-h:78.2 (10/30/78)
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h:22-50-50  CAMPAIGN MAIL

When a POC or OS office receives a sizeable  volume of "campaign" mail
from the White House which creates problems in meeting the processing
requirements prescribed in section h:22-50-40,  it should consult
immediately with the OS Executive Secretariat. Both parties should
jointly decide the most effective method for responding to this mail.

"Campaign" mail is mail received by the Department, generally over a
short period of time, in response to a major national or regional
issue involving Department programs, plans, operations, etc.

h:22-50-60  WEEKLY REPORT To THE EXECUTIVE SECRBTARY

Each POC and OS office should submit a weekly status report on
White House mail by close of business each Monday to the Executive
Secretary, Room 606G, Humphrey Building. The report should reflect
the workload during the previous week.

Exhibit X22-50-1 illustrates the weekly report format. Each Monday
each PGC and OS staff office should add a line to its report to
reflect the previous week's workload, photocopy the report, and
send a copy to the Executive Secretary. Adding a line each week
to the same page enables those who review the report to compare
weekly workloads and discern trends and significant changes in
workload. Remember each line reflects data for one week only.
It does not show cumulative data.

The weekly report contains these data items:

Number received. Number of individual referrals and bulk
letters requiring a reply received in the previous week.
Includes mail received from OS/ES and directly from the
White House.

Number pending reply. Number of individual pieces of
White House mail received in previous week and prior
weeks that are awaiting reply.

Number of replies. Number of final and interim replies
made during the,previous  week.

Number overdue. Number of pieces of White House mail whose
replies were overdue at end of previous week. Report this
information by the time frames shown on the weekly report
format.

In addition, if White House mail increased significantly during the
previous week, include an explanation of why this occurred.

HEW TN-h:78.2 (10/30;78)'
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h:22-50-70 RESPONSIBLE OFFICE

HEW personnel may obtain additional information about the requirements
of this chapter from their executive secretariat or from:

OS Executive Secretariat
Room 606G, Humphrey Building
Telephone: 8-245-9098

HEW TN-h:78.2 (10/30/78)
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